
State of California DEPARTMENT OF WATER RESOURCES The Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Glenda Porter
	SUPERVISOR'S CLASS: Administrative Officer I
	personnel analyst: Myra Galvez
	personnel date: 9/30/04
	PERCENT OF TIME: 














50%



	activity: JOB SUMMARY
Under supervision of the Administrative Officer I, the incumbent is expected to set own work schedule to meet necessary deadlines and to work independently on routine matters.  The incumbent will provide administrative and analytical support for the various branch chiefs and the  Field Division Planner/Schedulers as follows:

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others; maintain regular, consistent, predictable attendance; and exercise good judgment.  Must be knowledgeable in a variety of SAP functions, including but not limited to materials management, plant maintenance, controlling, and funds management modules.  Must keep apprised of updates in policies and procedures regarding travel, vehicle accident/industrial injury reporting, the State Contracting Manual, SAM 1200, contract administration, and other functions required by support staff.  The specific essential duties are as follows:

Prepares and processes all Contracts and Department Service Authorizations for the San Luis Field Division in accordance with the State Contracting Manual, SAM 1200, and Department guidelines for contract administration.  Analyzes incoming invoices for field division’s contracts, obtains approvals, creates Service Entry Sheets in SAP, and forwards approved invoices to Contracts Payable for payment by the State Controller’s Office.  Prepares and maintains accurate ledgers for field division contract files; periodically compares balances against SAP balances.  Prepares correspondence to Contractors regarding invoice discrepancies or billing issues.  Verifies payment process upon request of Contractors.



	classification: Management Services Technician
	appointee: Vacant
	dwr position number: 2410-5278-001
	sap personnel no: 
	sap position number: 50002097
	division: O&M/San Luis Field Division/Administration Branch
	mcr: 01
	percent 2: 25%







15%








	activity2: Provides support functions to the Planner/Scheduler Team, which includes maintaining and updating the maintenance plans on Microsoft Project and the Maintenance Priority List in Excel; and disseminates this information to all of the supervisors on a weekly basis. Gathers and analyzes data through SAP, prepares reports and informs/makes recommendations to the Lead Planner/Scheduler on information collected.  Responsible for archiving completed plans and schedules and maintaining a database on this list of schedules.  As web page administrator, responsible for updating and maintaining the field division’s web page.

Serves as Lead Time Recorder for field division; responsible for coordination of time recording activities of time recorders; verifies compliance of field division time recording.  Responsible for initiation of applicable documents and maintains control of Report of Performance (ROP), Objects on Loan, Licenses, and Certifications.

SPECIAL REQUIREMENTS:

Ability to bend, stoop, reach, and grasp documents; move up to 25 pounds; operate computers, computer printers, photocopy machines, facsimile machines, staplers, paper cutters, and other common office equipment, including telephones.

Business English and correspondence knowledge are required, must be able to communicate effectively with all levels of staff and outside agencies, and must analyze situations accurately and take effective action.

This position provides necessary support to the Division of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Office of Water Education during Governor-declared emergencies, flood, dam operations, and other SWP incident and emergencies.  This position may serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency response functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.




	supervisor name: Glenda Porter
	employee name: 


